NCANG AGR EMPLOYMENT OPPORTUNI TY ANNOUNCEMENT

DEPARTMENTS OF THE ARMY AND Al R FORCE ANNOUNCEMENT #:  ANG- AGR 2004- 07
OFFI CE OF THE ADJUTANT GENERAL

NORTH CAROLI NA NATI ONAL GUARD OPENI NG DATE: 21 May 04

HUMAN RESOURCES OFFI CE CLOSI NG DATE: 07 June 04

4105 REEDY CREEK ROAD

RALEI GH, NORTH CAROLI NA 27607-6410 ANTI Cl PATED FILL DATE: To Be Deterni ned
POSI TI ON TI TLE AND AFSC: UNI T/ ACTI VITY AND DUTY LOCATI ON:
MIlitary Pay Technician 145 Airlift Wng

80480000 NCANG, Charlotte, NC

AFSC:  6FOXX

767317

GRADE _AND SALARY:
Pay and al |l owances conmensurate with nmilitary
grade not to exceed MSGI/E-7.

AREA COF CONSI DERATI ON:

The area of consideration for this position is NCANG FULL Tl ME SUPPORT PERSONNEL ONLY.

HOW TO APPLY: All eligible applicants nust submit an Application for Active Duty
Guard/ Reserve (NGB Form 34-1) to the Ofice of the Adjutant Ceneral, State of North
Carolina, ATTN. MD, 4105 Reedy Creek Road, Raleigh, NC 27607-6410, not | ater

than the cl ose of business on the above indicated closing date.

QUALI FI CATI ONS:  Must neet the physical qualifications outlined in AFl 48-123,

as appropriate. Must comply with the military duty eligibility requirenents | AW )

ANG 36-101. Know edge is mandatory of: automated systens, including their respective
out put products and required reports, to performco i cated evaluations; to deternine the
relationship between pay entitlenents and the automated systens; know edge of pay

regul ati ons and Pay manual s gover ni n?. a wi de range of an entitlements, workday program

al l'ocations, distribution and accounfing adjustnents, know edge of military and civilian

| eave accounting, know edge of the Civil Service Retirenent System (CSRS), " Feder al

Enpl oyees Retirenment System (FERS), and Thrift Savi ngs Plan (TSP) is required. Know edge
of regul ations and policies to cohpute retroactive adjustnents extending over fiscal years
and periods of regulatory and statutory changes.

M LI TARY ASSI GNMENT: Assignment in an Enlisted position, 145 Airlift Wng, NCANG AFSC
and approprrate mlitary UVD grade not to exceed MSGI/E7. Applicant nust be within

USAF wei ght standards. Miust participate with unit during Unit Tral ning Assenblies and

Annual Trai ni ng. Menber nust remain in the position to which initially assigned for a

ni ni num of 12 nont hs.

EVALUATI ON FACTORS USED: Personal interviews and review of applications.




Announcernent # ANG AGR 2004- 07 (Cont)

PRI NCl PAL DUTI ES AND RESPONSI BI LI Tl ES

Prioritizes and processes a full range of pay entitlenments for ANG personnel. Makes standard and non-
standard payrol |l subm ssions. Provides customer service in person, by tel ephone, or electronically.
Interprets and anal yzes custoner inquiries and provides information on entitlenents to authorized
personnel and agencies. Wilizes various pay systens to troubl eshoot errors and identify deficiencies
or coding problens. Monitors pay-affecting transactions for assigned personnel and takes corrective
action if necessary. Perforns audits of nenbers’ pay records and researches histories covering short
or extended tine periods. |Independently audits all payroll actions for accuracy and proper
entitlements. Audits suspense reports and pay rejects, processing corrections as necessary.
Reconstructs pay accounts to determ ne causes of out-of-balance conditions. Reconciles discrepancies
bet ween the personnel and pay systens and initiates corrective action. Identifies and researches a
wi de variety of conplicated pay problens to obtain information when docunentation does not neet
criteria established by regulation or applicable directives. Troubl eshoots errors in autonated
systen{(s) | ooking for system deficiencies or coding problens, and acconplishes the necessary changes
Devi sed or adapts various procedures, techniques, or workarounds as a result of systemlimtations.
Processed Active Quard/ Reserve accessions into the payroll systemensuring that all facets of the
menber’s pay are accurate and conplete. Coordinates with Active Air Force host, the Mlitary
Personnel Flight, and the Hunan Resources O fice when transitioning a nenber’'s record to AGR
Initiates action to collect or issue pay when errors or changes are nade in subm ssion of docunments
Adm ni sters the AGR Leave Program conducts advance/ partial pay reporting, and processes separation
transactions for all AGR personnel. Ensures the tinely and accurate processing of civilian payrol
docunents. Receives, reviews and processes a variety of docunents authorizing changes to enpl oyees
pay accounts. Researches and resol ves conpl ex pay probl ens, involving personnel issues and statutory
changes. Perforns ongoing audits for Tine and Attendance Report signatures, initials, proper duty,

| eave hour annotation, and all supporting docunentation. Serves as the primary point of contact and
custoner service representative for civilian payroll natters. Prioritizes work to coordinate with
DFAS deadlines. Analyzes and reviews civilian pay reports to identify unusual or out-of-bal ance
situations and initiates corrective actions. Admnisters the Dual Conpensation (DC) Audit Programto
include creating reports, identifying discrepancies, notifying individuals, supervisors, and
commanders, and ensures corrective actions are initiated. Serves as focal point on all dua
conpensation issues. Processes and manages a w de range of conplicated debt collection cases as a
result of disciplinary actions, overpaynents, and other types of indebtedness. Recomends nethods,
techni ques, and procedures to inprove operations. Assists with conversions or system changes that

af fect pay processing. Tests new procedures, policies, and transacti ons devel oped to enhance the
accuracy and tineliness of pay entitlements. Administers and perforns the finance portion of
mlitary/civilian personnel readi ness processing when unit nenbers are ordered to active duty.
Coor di nat es pay processing/actions during nobilization and denobilization. Applies internal contro
procedures to ensure mlitary and civilian payroll processes are accurate and I n accordance with
applicable | aws, regul ations, and established standards. Notifies chain of command of potenti al
fraud, waste or abuse. Trains unit personnel on pay entitlenent policies, guidelines, and procedures.
Performs other duties as assigned.

I NSTRUCTI ONS TO COWRNDERS/ SUPERVI SORS:  Thi s position vacancy announcenent will be given the
broadest possible dissem nation. A copy of this announcement will be posted to your unit/activity
bul l etin board.

ADDI TI ONAL | NSTRUCTI ONS:

1. Applicants are requested to identify, on a separate sheet of paper, their race and national origin
fromone of the following categories: Mile or fenale; Arerican Indian or A askan native; Asian or

Paci fic Islander; Black, not of H spanic origin; Hspanic; white, not of H spanic origin. Subnission
of this information is voluntary and will be used in support of the NCNG Equal Enpl oynent and
Affirmative Action Prograns.

2. Aninitial, and periodic nedical exam nation nay be required for jobs located in working areas

whi ch have a high exposure risk to conditions which may result in occupational illness or injury.

3. Participants in the Selected Reserve Incentive Programwi |l be adm nistered as prescribed by NGB
Pamphl et 600- 15.

4. A pernmanent change of station (PCS) will not be authorized for the individual selected for this
posi tion unl ess agreed upon in advance by HRO and a PCS order is prepared prior to effective date.

5. Males born on or after 1 January 1960 nust be registered with the Sel ective Service in order to be
consi dered for federal enploynent.

DI STRI BUTI ON:
A B3, C3, G25 H3, J-3 K3, M NI12, P-9, Q W2, Y-2, R HRO 20, AGAV-1,
ACCS-3, DCSANG 1, DCSLOE A-4, DCSA -3, DCSPER-3, FMCB-2, IG1, SCSM1, SRAA-1, VCSOP-1






